SUPPORTS IN EMPLOYMENT	
SERVICE AGREEMENT
(EASY READ VERSION)

This document is an Easy Read version of the Supports in Employment Service Agreement. It explains the services and support we will provide to help you achieve your employment goals, written in a simple and easy-to-understand format. This agreement outlines what you can expect from us and how we will work together to support your journey into the workforce.

Participant details
	Participant First Name

	

	Participant Last Name

	

	Date of Birth

	

	Address

	

	Contact Number

	

	Email Address

	

	Do you need an interpreter

	



Authorised Representative, if any

	Authorised representative name

	

	Organisation name, if applicable

	

	Relationship to the participant

	

	Phone Number

	

	Email Address

	



Please take a moment to carefully read the service agreement below:

It is important that you review the agreement below thoroughly to understand your rights, responsibilities, and the commitments we are making to help you achieve your goals. If you have any questions or need assistance understanding any part of the agreement, we are here to help.
SERVICE AGREEMENT FOR
SUPPORTS IN EMPLOYMENT
(EASY READ Version)


1. WHO IS MAKING THIS SERVICE AGREEMENT

	[image: Human Icon Png]
	
You and your trusted person (e.g. plan nominee, guardian)


	
[image: Agency, branch, building, company, department, office, organization ...]
	

Tailored Workforce



2. HOW DOES THIS AGREEMENT FIT IN WITH THE NDIS?
	[image: Document search Icon | Office Iconset | Vexels]
	
This Agreement is made according to the rules and the goals of the National Disability Insurance Scheme (NDIS). 




3. WHAT SERVICE WILL BE PROVIDED?
	[image: 3D Agreement icon on transparent background 39833697 PNG]
	
Tailored Workforce agrees to provide you employment support and help to pursue your employment goals



4. WHAT IS EXPECTED FROM TAILORED WORKFORCE?
	[image: Tick Check Mark Icon sign symbol design 10152436 PNG]
	

Provide quality support - Tailored Workforce will deliver the agreed services and support in a professional, respectful, and timely manner to help you achieve your employment goals



	
[image: Communication, conversation, speaking, verbal icon - Download on Iconfinder]
	



Communicate Clearly - We will keep you informed about the progress of your plan and any changes to the services we provide.


	
[image: Safety srip Blue icon]
	
Ensure Safety and Respect - We will ensure that all our activities are conducted in a safe and respectful environment, protecting your rights and dignity at all times


	[image: Privacy - Free security icons]
	
Protect Your Privacy and Confidentiality - Tailored Workforce will handle your personal information with care, ensuring it remains private and is only shared with your consent or when legally required.


	[image: Listen Flaticons Flat icon]
	
Listen and Respond - We will listen to your feedback and address any concerns promptly to ensure the services meet your needs effectively.


5. WHAT IS EXPECTED FROM YOU?
	
[image: Engagement - Free arrows icons]
	

You are expected to engage in the services provided and actively participate in activities that will help you achieve your employment goals

	
[image: Good communication - Free communications icons]
	

You should provide clear and honest communication about your needs, progress, and any challenges faced during the process.


	
[image: Timing Flaticons Flat icon]
	

You are expected to respect agreed-upon schedules, plans, and timelines to ensure smooth delivery of services

	[image: 4 Confidential Stamp (PNG Transparent) | OnlyGFX.com]
	
You respect the privacy of others and ensure that any personal information shared with Tailored Workforce is kept confidential.


	[image: Feedback PNG Transparent Images | PNG All]
	
You should provide constructive feedback to help improve the services and ensure your needs are being met effectively

	[image: Feedback - Free user icons]
	
You should be open to feedback from the support team and work collaboratively to make necessary adjustments for success.



6. PAYMENT
	NDIA
	
Payments will be aligned with your NDIS funding arrangement.


	
[image: Fee Good Ware Lineal Color icon]

	
Charges for services will be based on the agreed plan and outlined in the quotation. Any changes in services may result in adjusted fees, which will be communicated and agreed upon

	[image: Cancel Image Png]
	CANCELLATION POLICY: If a participant cancels with less than 24 hours' notice or misses an appointment, a 100% cancellation fee will apply. In exceptional cases, such as emergencies or illness, the fee may be waived at the provider's discretion.



7. HOW TO END A SERVICE AGREEMENT
	[image: Agreement Generic Outline Color icon]
	
The service agreement may be ended by mutual agreement between the participant and Tailored Workforce. Either party can initiate the discussion if they believe the services are no longer required or if there is a need to adjust the support plan.


	
[image: Notice Of Termination Termination Approval Conclusion Vector ...]

	
A notice period of 14 days is required before ending the agreement. This allows both parties to make the necessary arrangements and ensure a smooth transition.

	[image: Balance - free icon]
	
Any outstanding payments for services rendered up until the termination of the agreement must be settled before the agreement ends. An invoice will be provided for any remaining balance.




8. WHAT TO DO IF YOU HAVE A PROBLEM?
If you would like to report complains / incidents / feedbacks, you can contact us by email or phone.
	[image: Email icon design in blue circle. 14440919 PNG]
	
admin@tailoredworkforce.com.au


	
[image: Contact Us Icon Png Free Download ~ Icons Web Clipart Svg | Bodenowasude]

	
03 8368 9525

	NDIA
	· If your problem is not resolved, you can contact the NDIA by calling or going on the website. 
· 1800 800 110 
· www.ndiscommission.gov.au/participants/complaints 



9. GST
	[image: Gst icons - 100+ Free SVG and PNG - Iconscout]
	
Specialised Supported Employment – Supports in Employment service under the NDIS will not include GST.



10.  FEES SCHEDULE
	Support Item
	Support Item Reference Number
	Description
	Price Limit

	Specialised Supported Employment: 
Supports in Employment - Weekday Daytime
	04_801_0133_5_1

	This support helps NDIS participants with specific needs find and maintain employment by providing tailored assistance in job placement, skill development, and ongoing workplace support.
	$67.56

	Note: Please note any changes will be in accordance with the NDIA pricing guide



Declaration

By signing this Service Agreement, both parties acknowledge and agree to the terms and conditions outlined in this document. The participant (or their representative) and Tailored Workforce commit to working together to achieve the employment goals and outcomes set forth in this agreement.

Participant Declaration:
· I confirm that I have read and understood the Service Agreement, including the services, payment terms, and responsibilities.
· I agree to the terms and understand my rights and responsibilities.
· I can contact Tailored Workforce at any time to discuss or clarify this agreement.
· I understand I can make changes or terminate this agreement as described in the "How to End a Service Agreement" section.

Tailored Workforce Declaration:
· We will provide services as described, ensuring they align with the participant’s needs and goals.
· We agree to maintain privacy and confidentiality and provide a safe, respectful environment.
· We will communicate openly and address any concerns or changes.

	Participant:

	Name

	

	Signature

	

	Date

	

	Tailored Workforce Representative

	Name

	

	Signature

	

	Date

	



*Both parties acknowledge and consent to the details of this Service Agreement upon signing.
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